STATE OF GALIFORNIA - DEPARTMENT 0 TRANSFORTATION
POSITION DUTY S»TATEMEMT

PNI-0824 (REY 7/2014)
CLAGSIFICATION TTLE = TOFFIGE BRANGHISEG TION

Associate Information Systems Analyst (Specialist) D20fTAnfrastructure Div/Sac Metro Customer Service
WORRKING TITLE POSITION NUMBER EFFECTIVE DATE
Deployment Teamn Analyst 900-170-1470-924

As a vaived member of the Caltrans team, you make it possible for the Department to provide a safe, sustainable, -

Integrated, and sfficient transpartation system {o enhance California’s #conomy and livability. Caltrans Is a parformance-
driven, transparent, and accountable organization that values ifs people, resournes and partners, and meels new
challengas through leadership, innovation end {eamwark.

Under the general supervigion of a Date Procesaing Manager | {DPM i), the incumbent performs administrative,
technical, and analytieal deployment duties related to information teckinology (1T} . The incumbent performs work ¢f
complex difficulty In IT support and deployment of IT equipmant for the Sacrarmente Metrapolitan area. This includes
deplovment, installation and configuration of hardware and softwars, troubleshooting, and customer assistance related to
equipment deployment as follaws:

Parcentage Job Description
Essential (E)Manginal (M)
40% E Plan and develap ansite logistics for dapfoyment of IT equipment such as desktops, laptops,

monktors, printers, scanners, and digital senders onoe [t has been receiveid by the requestor,
Maintain timelines for project management. Coordinate with customers for delivery and instailation
of newly imaged equipment, Worlk with vendors, stakeholders and customers for accuracy of
equipment recalved and tagged. Develop and prepare asset counts for reports to management.

0% E Install hardware (e.q., personal computers, printers, modems, monitors, digital senders, and
scanners) and software (e.g., proprietary application installations and configurations). tmage and
deploy hardwars using imaging equipmant and Install software needed for employee to perform
thelr job. Trouhlgshoots problems related to new deployment instaliations.

20% E Prepare and respond to Helpdesk Expert Automation Tool (HEAT) tickets for deployments and for
surplusing of cutdated and broken equipment, Prepare forms to have surplus equipment removed
from appropriate divislon’s inventory.

0% M Agsiet in devetoprment of complex reports for management and confracts. Ensure State
Administration Manuai requiremnants are considered and satisfled.

TESSENTIAL FUNCTIONS are the core dutias of the posltion that cannet be reassigned.
MARGINAL FUNCTIONS are the minor tasks of ihe position that can ber assigred to others,

SUPERVISION OR GUIDANCE EXERCISED OVER OTHERS
None. May act in a lead capacily,

KNOWLEDGE, ABILITIES, AND ANALYTICAL REQUIREMENTS
Knowledge of. Win XP, Win 7 PC aperating systems; Office 2008/Cffice 2007, NetWare 4.x cllent connectivity; hardware
such as printérs, hard drives and natwork oards; sofiware sugh as hardware drivers; must be familiar with information
technology concepts, practices, methods and principles, and customer service and custemer support principles and
methods. This position requires an understaniing of PC hardware, software and operating system problems and PC

. diagnostic and tuning toals.

Ability to: Follow oral and writtén instrictions and learn operating procedures and methods; satisfactorily carry out
increasingly complex assignments and cemmunicate effectively with steff af ot levels,

ADA Notl For individuais with sensory disabilities, this dosument s svellable in alemate formats, For Information, call (818) 445-1233,
ORCE  rry 741, or wale o Rscords and Forms Managarnerit, 1120 N Street, M8-88, Sacramento, CA 95814,



POSITION DUTY STATEMENT
PM-0024 (REV 712014)

Analyltical Requlrernents:  The incumbent must have the abiliy t reason logicatly, use analytical teehnlques, and
exercise sound judgment in [T disciplines. The incumbent must be able to analyze complex workstaiion problems,
determine the best solution and Implement the sotutlon. In addition, the incumbent, uging published IT processes and
standards, must determine solutions for work progesses which may be improved by using IT disciplines, i.e., automating
a manual process, ets, .

RESPONSIBILITY FOR DECISIONS AND CONSEQUENCES OF ERROR

The Incumbent has authorily to plan, design and carry out work Independantly within a clear framework astablished by
hisfher supervisor. The incumbent uses judgment in Interpreting and adapiing guidelines such as policies, operations
manuals, and work directions for application o spesific cases or problems. The incumbent is responsible for decigions,
actions, and consaquances ralated to the installation and yse of workstation and server Network Operating Systems.
Tha work product or service affects a wide rangs of established activitlgs. Fallure to act properly of errors could result in
damage fo sensitive equipment. Any downtime directly contributes to Josses In productivity in the funictiona! areas that
utilize desktops,

PUBLIC AND INTERNAL CONTACTS

Work at this level requires engaging in business reletionships requiring tact and perspective. Incumbent is expected to
communicate effectively, both orally and in writing with peers, clients and customers. Daily contact is made with a wide
range of systems users, Routine contact is made with intemal and external IT staff to coordinate problam solving,
methads, and practices, or to discuss operational or business needs and systerns requirements,

PHYSICAL, MENTAL, AND EMOTIONAL REQUIREMENTS

Physical requirements may include moving targe volumes arid varlous large pleces of computer hardware; ability to lift 50
pounds, sitting for long periods of time using a keyboard, monitor mouse and telephione; bending, stooping and kneeling.
Sustained mental activity Is needed for deploymants; responding to clisnts Inquiries; using problem solving anafysis and
reasoning when responding to clients' requests; muiti-tasking, adapting quickly to changing priorities and performing
completed staff work or tasks and projects with short riotice. Lastly, motianal requirements include the ability to develop
and maintain cooperative working relationships with peers and clfents and to respond appropriately in difficult situations.

WORK ENVIRONKMENT

The Incumbent will performs werk Indoars in a dlimate-controlled environment under artificial lighting and occasionally
outdoors in a warehouse environmant. The employes may be required to work for extended periods of fime in g
computer room that maintaing & constant temperature of 70 degrees.

{ have read, understand and can perform the duties listed above. (If you befieve you may require reasonable

accommodation, please discuss s with your hiring supervisor. If you are unsure whether you require reasonable

accommodation, inform the hifing suparvisor who will discuss your concerns with the Reasonable Accommodation
Coordinator.)



POSITION DUTY STATEMENT
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EMPLOYEE (Print)

EMPLOYEE (Signature) TDATE

I have discussed the dutles with, and provided & copy of this duty statement to the employee named atove.

SUPERVISOR (Print)
JAYSON MIRANDA

SUPERVISOR (Signature) ' DATE




